
Program Supervisor - Education/Training

Details

Job Code : 941Title : Program Supervisor - Education/Training

Salary : $2,366.00 (Monthly) Grade : 9

Tenured : YES

Job ID : 540

Job Departments

Ÿ Court Services - Training

Purpose

Responsible for oversight of Judicial Branch Education staff and Training staff, including staff assignments, education 

and training program development, and event planning.

Required Qualifications

Education : 4 Year College Degree

Experience : 2 Years of Related Experience

Education Substitute : Experience for Degree @ 1:1

Job Required Knowledge

Ÿ 4 year college degree

Ÿ Experience for degree @1:1

Ÿ 2 years of related experience; Subsitution and related experience must be with training or education, including lesson 

plan development, training delivery, etc.

Job Skills/Abilities

Intermediate computer skillsŸ

Excellent organizational skillsŸ

Effective project management skillsŸ

Good writing and oral communication skillsŸ

Job Preferred Knowledge

Ÿ Supervisory experience

Ÿ Knowledge of criminal justice system

Ÿ Knowledge and interaction with the Court of Justice

Job Duties

Day to day supervision and administration all aspects relating to the management of the division of judicial branch 

education and division of training, including staffing, training, time management, and administrative functions

Ÿ

Analyze, assist, and resolve work problems, including both business and personnel areasŸ

Develop, implement, and interpret division policies and proceduresŸ

Ensure compliance for Judges in regards to Kentucky Revised Statutes for Continuing Judicial Education and Continuing 

Legal Education

Ÿ

Work directly with Court of Justice Elected Officials and Administrative Office of the CourtŸ

Plan and develope curricula and agendas for conference and department educational and training programsŸ

Establish and adjust work procedures to meet the division's missionŸ

Develop and review teaching lesson plans for elected official faculty developmentŸ

Develop and review teaching lesson plans for employee professional developmentŸ

Event planning for departmental conferences, including logistics and contract negotiationŸ

Other duties as assignedŸ

10/10/2009 03:21:13PM Page 1 of 2



Trainer

Details

Job Code : 899Title : Trainer

Salary : $2,185.00 (Monthly) Grade : 8

Tenured : YES

Job ID : 495

Job Departments

Ÿ Court Services - Training

Purpose

To design and conduct specialized training courses for AOC personnel.

Required Qualifications

Education : 4 Year College Degree

Experience : 1 Year of Related Experience

Education Substitute : Experience for Degree @ 1:1

Job Skills/Abilities

Candidates must be able to:Ÿ

Communicate effectively both written and orallyŸ

Conduct basic research on a wide range of topicsŸ

Develop curriculumŸ

Demonstrate basic computer skillsŸ

Demonstrate use of adult education techniques and/or interactive teaching strategiesŸ

Conduct target audience needs assessmentŸ

Develop basic evaluation instrumentsŸ

Work unsupervisedŸ

Ability to travel to remote areas of the Commonwealth and train AOC staffŸ

Job Preferred Knowledge

Ÿ Experience with adult education and learning principles

Ÿ Experience in conducting research and developing training programs

Job Duties

Assist with all aspects of the AOC Training Division from conducting a needs assessment, to training, to follow-up with 

members of the target audience

Ÿ

Collaborate with AOC departments, and possibly state and national organizations/persons, to develop programsŸ

Research and create training materialsŸ

Conduct presentations and training sessionsŸ

Ensure availability of materials and equipmentŸ
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